
Ti t le  97 - Board  of Educational Lands  and Funds 
Chapter 2 - PERSONNEL AND ADMINISTRATIVE POLICIES 

001 DEFINITIONS 

001.01 "Absence Without  Leave" me,ans the  unauthorized  absence of 
an  employee  from his   place of::dutK:dnring his  nor&l. .duty  hours.  

001.02  "Adjustment of Pay"  means a  change in pay of an  employee 
because  of  a  revision of the pay schedule. 

001.03 "Advancement i n  Pay" means an  increase in ' t he  pay  of an 
employee wi th in  the pay grade  for   his   posi t ion.  

, .  
. .  

001.04 "Service Date" i s  that  chronological  period  in  t ime  that  
an  employee  completes  a  year or an0the.r  year.  of  service. 

001.05  "Appointment" means the   ac t  of the  Executive  Secretary by 
which he f i l ls  a posit ion.  

001.06 "Board'"means the Board of Educational Lands and  Funds. 

001.07 "Demotion"  means changing  an  employee  from  one c l a s s  of 
work t o  a d i f f e ren t   c l a s s  of work a t  a  lower  pay r a t e .  

001.08 "Discharge or Dismissal".means  the  disciplinary  termination 
of employment of  an  employee for  cause.  

.- 

. .  . 

001.09 "Employee" means any person  except  the  Executive  Secretary  in 
the employ of  the Board who receives a salary or wage. 

service.  
001.10 ''.Exempt Position" means a posit ion  excluded  from  the  classified 

001.11  "Executive  Secretary" means the  Administrative Head of the  
.Board of Educational Lands.:and  Funds. 

001.12 "Interview"  shall  mean a  meeting  between  a representa t ive  of 
the Board and a job  applicant  to  determine  whether or not an o f f e r  of 
employment should o r  should  not  be made. ... 
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001.13 "Lay Off" means, the  involuntary  termination  (reduction  in 

of funds or reorganization. -.  

force)  of  an employee or employees  because  of  lack  of work, lack 

001.14 "Leave Without Pay"  means leave or time off  from work for  

f o r  which  period the employee receives no pay. 
the  employee's  personal  reasons  granted by the  Executive  Secretauy 

:.by the  Executive  Secretary  for  mili tary  service,   educational improvement 
001.15 "Leave of Absence"  means leave or time off  from work granted 

or other   reasons  considered  beneficial   to   the Board fo r  which period 
t h e  employee receives   mil i tary leave pay, a st ipend or receives no pay. 

001.16 "Minimum Qualifications" means the least amount of t ra in ing  

in  a spec i f ic   pos i t ion  or class of posi t ions.  

001.17 "Permanent Employee"  means an employee in a regular  full-time 

period or who has  acquired permanent s t a t u s  in accordance  with  these 
r u l e s .  

001.18 "Position" means a group  of spec i f i c   du t i e s ,   t a sks  and 
r e spons ib i l i t i e s   t o   be  performed by one  employee; a posi t ion may be 
part-time,  full-time;  temporary,  permanent or emergency,  occupied 
or vacant. 

001.19 "Position  Description" means the  summary of the ac tua l   du t ies  
and respons ib i l i t i es   ass igned  t o  the  incumbent  of the   pos i t ion .  

001.20 "Probationary  Period"  shall mean a period of time during which 

pos i t ion  as a pa r t  of the  select ion  process .  

001.21 "Professional  Association"  shall  mean an  organization in which 
individual  membership is  l imited  to   persons who by v i r t u e  of t h e i r  
t r a i n i n g  or posi t ion are e l i g i b l e   t o   j o i n   f o r   t h e  purpose  of  mutually 
exchanging  information,  techniques, etc. 

. .  . .  : . : I ,  

. .  
. .  and  experience and other  qualifications  required  to  perform  adequately 

' .or part-time  position who has completed the  required  probationary 

- 

~. and  employee i s  required  to  demonstrate his  f i t n e s s   f o r  a par t icu lar  

< -'.. 
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001.22  "Promotion" means changing  an employee from  one class 
of work to  another class of work a t  a higher rate of pay. 

! - 001.23 "Resignation" means. the  voluntary  termination of 
employment by  an employee. 

"Retirement" means the  t ransfer  of an   e l ig ib l e  employee 
from a c t i v e   t o   r e t i r e d   s t a t u s .  

001.25  "Reassignment" means the movement of an employee  from  one 
position  to  another  position  within  an  agency. A reassignment 
action does  not  require  termination of the employee. 

001.26 "Suspension" means an  enforced l e a k  of absence  for 
disciplinary  purposes or pending  investigation of charges made 
against   the employee. 

001.27 "Temporary  Employee"  means an  employee h i r ed   fo r  a l imited 
. ,  

. ' period of time to  accomplish a specif ic   task.  

001.28  "Tenure" means the  r ight   to   hold a posi t ion  for   the  durat ion-  
of acceptable  performance  and  behavior. 

001.29 "Tuition" shall mean the   cos t   pe r   c r ed i t  hour  of i n s t r u c t i o n  
a t  an accredited  university or college.  
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002 POSITION  CLASSIFICATION 

002.01 General . .. 

002.01A The Execut ive  Secretary  shal l   maintain a 
classif icat ion  plan  based on an   ana lys i s   o f   the  
du t i e s  of each  posi t ion  within the Agency. 

002.01B Wri t ten   spec i f ica t ions  shall be  adopted  and 
maintained f o r   p o s i t i o n s  in t.he c l a s s i f i c a t i o n   p l a n .  
Each spec i f i ca t ion   sha l l   de f ine   t he   pos i t i on ;   desc r ibe  
the most t y p i c a l   d u t i e s  and r e s p o n s i b i l i t i e s  of the  
position;  and summarize the minimum s tandards  of 
t ra ining,   experience and o the r   qua l i f i ca t ions   r equ i r ed  
for  appointment.  Duties  described in the s p e c i f i c a t i o n s  
sha l l   no t   be  construed.$o;.restrfct..the:~.assignment';of. '" 

other  similar du t i e s .  

002.01C The assignment  of  duties t o  a p o s i t i o n ,   t h e  
locat ion of Work, equipment  and too l s   fu rn i shed ,  - 
schedule  and  working..conditions shall b e   t h e   r e s p o n s i b i l i t y  
of the  Executive  Secretary. '  

002.01D The Executive  Secretary may when it i s  in t h e  
b e s t   i n t e r e s t  of the  Board waive o r  s u b s t i t u t e   f o r t h e  

spec i f i ca t ions  of the c l a s s i f i c a t i o n  and  pay  plan. 
minimum q u a l i f i c a t i o n s  set f o r t h  in the  written 

002.02 Addition  of New Pos i t ions  
. .  

002.02A Addit ional '   posi t ions may be   es tab l i shed  by 
the  Executive  Secretary as necessary.  

002.02B The Executive  Secretary shall d e f i n e  and 
c l a s s i f y   t h e  new posi t ions  as   provided i n  Rule A (2) 
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002.03  Revision of Ex i s t ing   Pos i t i ons  

002.03A When s u b s t a n t i a l  change i n   d u t i e s ,   r e s p o n s i b i l i t i e s  
and/or   qual i f icat ions.   of  an e x i s t i n g   p o s i t i o n  have  been 
made , . the   Execut ive   Secre ta ry   sha l l   rec lass i fy   the   ex is t ing  
pos i t i on   t o   r e f l ec t   t he   changes .  

002.03B The Execu t ive   Sec re t a ry   sha l l   e s t ab l i sh  a rate 
of  compensation  commensurate  with  the  duties,  responsibilities 
and/or   qua l i f ica t ions   c rea ted  by t h e   r e c l a s s i f i c a t i o n .  

be   es tab l i shed  by the Executive Secretary.  
002.03C The e f f e c t i v e  d a t e  of t h e   r e c l a s s i f i e d   p o s i t i o n   s h a l l  

. .  

002.04 Dele t ion   o f ,Pos i t i ons  . .  . . 

002.04A Vacant pos i t i ons .  
. .  . . . :  

002.04Al The, Execut ive   Secre ta ry   sha l l  
have t h e   a u t h o r i t y   t o   d e l e t e  any e x i s t i n g  
vacant   pos i t ion   p rev ious ly   es tab l i shed  by 
act ing  thereon.  

002.04A2 The e f f e c t i v e  date of the de le t ion ,  
of the   pos i t ion   sha l l   be   ' e s tab l i shed  by the  
Execut ive  Secretary.  

002.04B F i l l ed   pos i t i ons .  

002.04Bl The Execut ive  Secretary  shal l   have 
t h e   a u t h o r i t y   t o  delete a n   e x i s t i n g   f i l l e d  
pos i t i on  when sa id   pos i t ion   can  no longer  be 
j u s t i f i e d .  

002.04B2 The e f f e c t i v e   d a t e  of t h e   d e l e t i o n  
of t he   pos i t i on   sha l l   be   e s t ab l i shed  by the 
Executive  Secretary.  
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002.04B3 When a f i l l e d   p o s i t i o n  i s  dele ted ,  
the incumbent may be  reassigned,  promoted o r  

with  such  fur ther   provis ions as contained 
demoted  by appropr i a t e   ac t ion  in accordance 

within  these  rules   and  regulat ions.  In any 
case in which t h e  incumbent i s  i n e l i g i b l e   t o  
be  reassigned, promoted OK demoted because 
of the de le t ion  of h i s   pos i t i on   t he   p rov i s ions  
of these r u l e s  and regula t ions   regard ing  
separa t ion   sha l l   apply . .  

002.05 C las s i f i ca t ion  Review 

002.05A The Execut ive  Secretary  shal l   have the a u t h o r i t y  
to  review i t s  p o s i t i o n   c l a s s i f i c a t i o n s  a t  any time. 

002.05B An employee  of the  Board may request  a c l a s s i f i c a t i o n  
review of h i s  own posit i .on a t  any  t ime  providing  the  posi t ion 

request   shal l   be   submit ted  to   the  Execut ive  Secretary.  The . 

has not  been  reviewed  within  the  previous six months.  Said 

r e q u e s t   s h a l l   b e   i n   w r i t i n g  and shall set for th   the   employee ' s  
reasons   for   reques t ing   the   rec lass i f ica t ion .  

002.05C The dec is ion  of the  Execut ive  Secretary  shal l   be  
f ina l   r ega rd ing  a l l  r e q u e s t s   f o r   r e c l a s s i f i c a t i o n  of 
pos i t ions .  

f 
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003 COMPENSATION . .  

003.01 Pay Plan 

003.01A The Executive  Secretary  shall have. on f i l e  a 
pay plan  set t ing  for . th   the rates of  compensation f o r  a l l  
posi t ions it maintains  within  the Agency. 

003.01B Said pay p l an   sha l l   ' be   u t i l i zed  as a guideline 
fo r   h i r ing ,  promoting,  adjusting  or  demoting new or e x i s t i n g  

way binding upon the  Executive  Secretary;  the  sole  purpose 
employees. It is not  intended that t h i s  pay plan  be  in  any 

of said  plan is t o   s e r v e   a s  a guideline.  . ,  

I 
I 003.01C The Executive  Secretary may rev ise   the  pay plan 

when pos i t ion .changes ,   ava i lab i l i ty  of labor  supply, 
prevai l ing rates of .pay   or  economic conditions so d i c t a t e .  

003.01D All new employees w i l l  normally  be  hired a t  the. 
h i r i n g  rate of the pay  grade f o r  their  posit ion  except as - 
authorized  in  Paragraph  Five ( 5 )  of this  Section or when 
the  Executive  Secretary deems it in   t he   bes t   i n t e re s t   o f  
t he   t ru s t   t o   h i r e   an  employee a t  a l e v e l  of  compensation 
other  than as set f o r t h  i n  the  pay  plan. 

c I) 

003.01E The Executive  Secretary may, a t  its d iscre t ion ,  
of fe r   appl icants  who exceed the  minimum qua l i f i ca t ions   fo r  
a pos i t i on   c l a s s i f i ca t ion  any step  higher  than the beginning 

appl icant ' s  qua l i f ica t ions  and the needs of the Board. Such 
s t ep  of the pay grade for that pos i t ion  depending upon the  

beginning  salary would a f f e c t  that  person  only,  and would 
not   require  any salary  changes  for  other  incumbents  in  the 
same class of posit ion.  

003.01F The Executive  Secretary  shall  consider  promotions 
o r  demotions.  Said  promotions o r  demotions may be  determined 
and the new rate of compensation  established  depending on the 
circumstances. The decision of the  Executive  Secretary may 
be  appealed  to  the Board by the  affected employee i n  
accordance  with  Section V I ,  Paragraph F. 
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003.01G Any employee who re turns  from  authorized 
mil i tary  leave,  or other  authorized  leave of  absence, 
s h a l l  be  paid a t  the same sa la ry  rate f o r  which he 
would have  been  eligible.had  he  not gone on leave. 

003.02 Pay Advancements 

003.02A A new employee who has  performed in a sa t i s fac tory  
manner f o r  a period  of s ix  months may be  advanced to   t he  
minimum permanent r a t e  of t he  pay grade  for   his   posi t ion.  
Employees may be  hired or promoted in   excess  of  permanent 
rate.   Said employees w i l l  serve a s ix  month probationary 
period  but w i l l  not  receive a probationary  increase  other 
than  cost of l iv ing   increases   o r  merit r a i s e s .  

003.02B When the.Executive  Secretary  considers an employee 

regard  to  economic conditions or cos t  o f  l i v ing   f ac to r s .  
for  a pay advancement, said advancement shall  be  without 

The purpose  of  the  advancement s h a l l   b e   t o  reward  an 
employee who has  gained  additional  working  experience  or 
has performed i n  an exemplary  fashion  such as t o  warrant 
a pay increase.  

003.02C The .Executive  Secretary  shall   in  addition  to pay 
advances  prepare 'a proposal  for a c o s t  of l iv ing   increase  

and s h a l l  submit  the same t o   t h e  Board for  approval.  The 
f o r   a l l  employees on or  before  July 1 of each  f iscal   year .  

by approving,  disapproving,  or amending the same. 
Board s h a l l   a c t  upon the  Executive  Secretary's  proposal 

. .  

003.03  General Pay Provisions 

003.03A All rates of  pay are based' on a work year of 
2080 hours. Employees s t a r t i n g  work on a day  other  than 

. than  the last day of a pay pe r iod   sha l l  have t h e i r  pay 
t h e   f i r s t  day  of a pay period  or  terminating on a day  other 

multiplying  the number  of hours worked (including  paid 
computed f o r   t h e  time worked during  that   pay  period by 
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hol idays)  by the  hourly rate spec i f i ed   fo r   t he i r .   annua l  
pay r a t e .  

003.03B P r o v i s i o n s   o f . t h i s   s e c t i o n   p e r t a i n   t o   a l l  
employees with  the  except ion  of   the  Execut ive  Secretary 
and  other  individuals so determined  by the Board. Levels 
of  compensation for   the  Execut ive  Secretary and o the r  
indicated  individuals  shall be  determined  without  regard 
t o  any provisions  contained within these .personne1   ru les .  
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004 PROBATIONARY PERIOD 

'004.01 Nature,  Purpose  and  Duration 

004.01A All employees shall serve a probationary  period of 
six months. The probationary  period may be  extended  not t o  

by the  Executive  Secretary t o   t h e  employee. The probationary 
exceed a maximum of twelve months on the written no t i f i ca t ion  

per iod  shal l   be   an  essent ia l   par t   of   the   select ion  process  
and s h a l l  be u t i l i zed   for   the   e f fec t ive   ad jus tment  of a new 

probationary employee whose performance  does  not meet the 
employee and for  the  termination  without  recourse of  any 

required  standards. 

004.02 Permanent  Appointment or Termination 

004.02A Permanent  Appointment  of a probationary  employee 
shall   begin  followlng  the  date  ending  the  probationary  period. 

I 

004.02B I f  a t  any time during  the  probationary  period i t  is 
determined that the   se rv ices  of t h e  employee have not been 
of acceptable  quali ty,  the Executive  Secretary shall so n o t i f y  
the employee in writ ing  of   the  date   his   services  are to   be  

t h e   o f f i c i a l  minute  record  of t he  Board. 
terminated. The termination  notice shall be  gade a p a r t  of 

004.02C If the  Executive  Secretary  determines that  the serv ices  

become permanent  and the  employee is so not i f ied .  
of the.employee  have  been  acceptable,  the  appointment may 

- 
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005 SEPARATIONS,  SUSPENSIONS, TENURE AND REINSTATEMENT 

005.01  Resignations To resign i n  good standing  an employee  must 

calendar  days  prior  to  termination unless the  Executive  Secretary 
give  the  Executive  Secretary  written  notice a t  least fourteen (14) 

agrees  to  permit a shorter  period. 

,005.02  Tenure The tenure  of  office  of  every  permanent employee 
shall be  during good behavior and acceptable  performance of h i s  
dut ies  as recorded i n  his  performance r e p o r t s  and other  records. 
This provis ion   sha l l   no t ,  however; be  inte-rpreted  to  prevent the 
separation of an employee for  those  causes set for th   in   sub-subdivis ion 
006.03A3, Section  06, or the   separat ion of an  employee  because  of . 

with  these  rules.  

005.03 Demotion The Executive  Secretary may demote a permanent 
employee for  any of the reasons set f o r t h  i n  Section  06, 
sub-subdivision 006.03A3. A wri t ten  statement s e t t i n g   f o r t h  
the  specif ic   cause  for  which the  Executive  Secretary  has so acted 
sha l l   be   p resented   to   the  employee and a copy  placed i n  his  
personnel   f i l e  . 
005.04  Suspension 

: a lack of funds  or  curtailment  of.work when  made i n  accordance 

_- 

. .  

005.01A The Executive  Secretary may. for   discipl inary  purposes ,  
suspend  without  pay  any  employee for   such  length of time as 
the  Executive  Secretary  considers  appropriate  not  exceeding 
20 working  days in any twelve-month per iod   for  any  of t he  
reasons set forth  in  sub-subdivision 006.03A3, Section  06. 

005.01B In the  case  of  suspension, a written statement 
se t t ing   for th   spec i f ic   cause   under  which the  Executive  Secretary 
has so ac ted   sha l l   be   p resented   to   the  employee and a copy 
f i led  with  his   personnel   record.  

!. 
. .  
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005.05  Dismissals ' ' 

. .  

. .  
005.05A The Executive  Secretary may dismiss  any employee 
f o r  any of the  reasons  set   forth  in  sub-subdivision 006.03A3, 

cause  under  which t h e  Executive  Secretary  has so acted will 
Section  06. A wri t ten  ' s ta tement   set t ing  for th   the  specif ic  

be  presented t o  permanent full-t ime and  permanent part-time 
employees fourteen (14) calendar .days  pr ior   to   the  date   the 
dismissal  w i l l  become ef fec t ive .  

005.05B In  extreme  cases of f lagrant   v io la t ions  which 
require  immediate act ion,  no pr ior   wri t ten  not ice  is 
necessary. In this  event  the employee so dismissed  shall  
receive payrnent t o  and .including  the number of hours worked 

he m y  have  earned  during  the  current  calendar  year  but 
on the  day of dismissal  and such  unused  vacation  leave  as 

he sha l l   no t   rece ive   addi t iona l  pay i n  l i e u  of not ice   pr ior  
to   the  date   of   dismissal .  

005.05C I n   a l l   c a s e s  a writ ten  notice  shall   be  prepared 
by the  Executive  Secretary and f i led  with  the  personnel  - 
f i l e  of the  affected employee. 

by s t a t u t e  and the  ru les  of the S ta te  Retirement 
005.06 Retirement Retirement'of S ta te  employees 

. .  

shall be governed 
Board. 
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006 CORRECTIVE AND DISCIPLINARY ACTIONS 

006.01  Corrective  Actions 

006.01A "Corrective  Actions"  are  those which do no t   e f f ec t  
current  pay,  status  or  tenure and are   adminis tered  to   correct  
and improve an  employee's  job  performance. 

006.01B Corrective  actions  shall   include  writ ten  warnings,  
reprimands and censures.   Corrective  actions my be  administered 
concurrently  with a discipl inary  act ion.  

006.02 Disciplinary  Actions 
. .  

006.02A "Disciplinary  Actions"  are  those  actions  which  reduce 
or   otherwise  affect   current   'pay,   s ta tus   or   tenure and are 

or poor job  performance.  Disciplinary  actions  my  be 
administered to  discipline  'an'employee  for  an  offensive  act  

administered  concurrently  with a corrective  act . ion.  

006.02B Disciplinary  actions  shall   include  suspension,  not 
t o  exceed  twenty  working  days,  demotion,  reduction  of pay t o  
a  lower s tep in the  pay  grade of h i s   p o s i t i o n ,  and dismissal .  
Suspended employees shall not  be  granted  vacation,  sick o r  
holiday  leave  or unused  earned  compensatory time off  while in 

holiday  leave  credit during.the  period  of  suspension. 
a  suspended s t a t u s ,  n o r  shall they  earn  vacation,  sick,   or 

- 

. .  

006.03  Reasons for  Administering  Corrective  and/or  Disciplinary  Actions 

006.03A Gneral  reasons  for  administering  corrective  or 
discipl inary  act ions  shal l   include,   but   are   not  l i m i t e d  t o  
the  following: 

006.03Al Violation o f ,  o r . f a i l u r e   t o  comply with,   the  
State   Const i tut ion of Statutes,   an  executive  order,  
or  published  rules and regulat ions of the  Board  of 
Educational Lands and Funds. 
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006.03A2 F a i l u r e   o r   r e f u s a l   t o  comply wi th  a '  
lawful   o rder   o r   to   accept  a reasonable  or proper 
assignment  from  an  authorized  supervisor. .  

006.03A3 Inefficiency,  incompetency or 
negl igence  in  the performance  of d u t i e s .  

006.03A4 Unauthorized  possession.  of 
narcot ics   o r   o ther   d rugs   and/or   d r ink ing  
alchoholic  beverages  while  on  duty.  

006.03A5 Careless, negl igent  or improper  use 
of State property,  equipment  or  funds. 

006.03A6 Use of undue in f luence   t o   ga in ,  o r  
a t tempt   to   ga in ,  a promotion,  leave,  favorable 
assignment or o the r   i nd iv idua l   bene f i t   o r  
advantage. 

006.03A7 Fa l s i f i ca t ion ,   f r aud  or omission  of - 
information i n  apply ing   for  a pos i t i on .  

006.03A8 Ulauthorized o r  improper  use  of  any 
type of , leave.  . 

006.03A9 Fa i lu re   t o   ma in ta in   s a t i s f ac to ry  or , .  

harmonious r e l a t ions   w i th  the publ ic  or o the r  
employees. 

006.03AlO Fa i lu re   t o   ob ta in  and  maintain a 

or the  Board's  standards as a condi t ion  of 
cur ren t   l i cense  or c e r t i f i c a t e   r e q u i r e d  by law 

employment. 

006.03All Fa i lu re   o r   i nab i l i t y   t o   comple t e  a 
requi red   t ra in ing  program  which is a p a r t  of t h e  
job'assignment.  

. .  2-15 
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006.03Al2  Conviction  of a felony  charged by 
a court  of proper  jurisdiction  provided the 
employee i s  not  placed on probation by the  
court .  

006.03Al3 Conduct 'unbecoming a state o f f i c e r  
or employee. . . .  

006.03Al4 Fa i lure   to  make a reasonable  provision 
f o r  paynaent' of jus t   debts .  

006.03Al5 Repeated  tardiness or absence  without 
leave. 

006-03Al6 For other  good and  suff ic ieqt   reasons,  
based on s u f f i c i e n t  and  competent  evidence. 

006.04 Administering  Corrective.and  Disciplinary  Actions . .~ 

006.04A Responsibi l i ty   to   adminis ter   correct ive and - 
disc ip l inary   ac t ion  shall be  vested  in  the  Executive 

. Secretary. 

006.04B The decis ion  to   adminis ter   correct ive or 
d i sc ip l ina ry   ac t ions   sha l l  be. governed by the   na ture ,  
extent,   seriousness and e f f ec t   o f   t he   ac t ,   e r ro r   o r  
omission;  the  type  and  frequency of previous  violat ions;  
the  period of .time elapsed  since a pr ior   o f fens ive  act; 
and consideration of mitigating  circumstances. 

006.04C The Executive  Secrktary upon obtaining  information 
which would ind ica t e   t he   poss ib i l i t y  of  administering 
correct ive or d i sc ip l ina ry   ac t ion ,   sha l l  meet wi th   the  
employee to  verify  the  information and afford  the employee 

mitigating  evidence. 
the  opportunity  to  refute  the  information or present 

. .  

006.04D  Based  upon information and evidence  presented .and 
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the   individual   c i rcumstances  of '   the  case, the.  Executive 
Secre ta ry   sha l l   de temine   the   appropr ia te   ac t ion   to   be  
taken. 

006.04E I f  a c o r r e c t i v e   a c t i o n  i s  adminis tered,   the  
employee' sha l l   be   adv i sed  in  wr i t i ng  of h i s   e r r o r   o r  
f a i l u r e ,   t h e   c o r r e c t i v e   a c t i o n  he should  take,   the  

co r rec t ive   i n s t ruc t ions .  A.copy  of this '  n o t i c e   s h a l l  
consequences  he w i l l  f a c e   i f   h e   f a i l s   t o   f o l l o w  

be  placed  in  the  employee's  personnel f i l e .  
..,. 

006.04F " I f  a d i s c i p l i n a r y   a c t i o n  is imposed, t h e  employee 

of fense ,   the   d i sc ip l inary   ac t ions   be ing   adminis te red ,  why 
shall be  advised in w r i t i n g   o f - t h e   s p e c i f i c   d e t a i l s   o f '   t h e  

it is being  imposed  and, i f   a p p r o p r i a t e ,  the co r rec t ive  
act ions  he  should  take and the  consequences he w i l l  f ace  
fo r   fu tu re . , v io l a t ions ,  The Executive  Secretary shall 
reduce i t i o f f i c i a l   a c t i o n   t o   w r i t i n g   f o r   d e p o s i t  in the .  
employee's  personnel  f i le.  

006.046 .No derogatory   record 'o i  comment may be  placed 

a c t i o n  is given in w r i t i n g   t o   t h e  employee. 
in an  employee's  personnel f i l e   u n l e s s   n o t i c e  of  such 

!. 

- 

006.05  Appeals 
. .  

006.05A An employee who i s  aggrieved as t h e   r e s u l t  of 

r u l e s  and r e g u l a t i o n s ,   d i s c i p l i n a r y   a c t i o n .   a l l e g e d  
the   in te rpre ta t ion   and/or   appl ica t ion   of  the Board's 

working  condi t ions  shal l   have  the  r ight  of appeal  t o  .the 
d iscr imina t ion   or   unfa i r  treatmnt or  unsafe  or  unhealthy 

sess ion .  

or   demot ion ,   sha l l   in  no way a f f e c t   t h e   e f f e c t i v e   d a t e  of 
006.05B I n i t i a t i o n  of an  appeal  from  dismissal .   suspension, 

dismissal ,   suspension,  or  demotion. 

' Board of Educational Lands and  Funds,  meeting in r egu la r  
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006.05C Employees who are dismissed  without  recourse 
during  their   probationary  period of employment s h a l l  
not  have the  r ight   of .appea1.  

006.05D Should an employee be  represented by  an 
attorney in an appeal  before  the Board,  any  payment 
due the a t to rney   sha l l  be the   r e spons ib i l i t y  of t h e  
employee. 

006.06 Appeal  Procedures 

006.06A The employee s h a l l   f i r s t   o r a l l y   p r e s e n t   h i s  
grievance  to  the  Executive  Secretary  within  ten  days 
of the  occurrence which  caused the  grievance. The 
Executive  Secretary and gr ievant   sha l l   a t tempt   to  
in formi l ly   a r r ive   a t   an  answer within  three  working 
days. If t h e  answer is n o t   s a t i s f a c t o r y   t o   t h e  
grievant,   the  grievant  shall   reduce  his  grievance 
to   wr i t i ng  and  present  the sank to  the  Execut ive 
Secretary. 

t he  sa+ shall be.presented  to   the Board of Educational 
006.06B Upon a grievance  being  reduced to   wr i t i ng ,  

Lands  and  Funds a t  i ts  next  regular  meeting.  Said 

Lands and Funds regular agenda  and shal l   be   heard in 
grievance shall become a par t  of t he  Board of Educational 

open or executive  session as t he  employee desires .  

006.06C The grievant  shall   be  given  an  opportunity  to 
present  arguments  concerning  his  grievance  to  the Board. 

006.06D The Board 'shal l   not i fy   the  gr ievant   within ten 
days a f t e r  its regular  meeting of its decision  concerning 
the  grievance. This time m y  be  extended by s t i p u l a t i o n  
en tered   in to  between the  Board and the  gr ievant .  

006.06E Upon not i f ica t ion  by the  Board to   t he   g r i evan t  
of its decision  concerning  the  grievance,  the  grievant 
s h a l l  have t h e   r i g h t  of appeal  from  the  decision of the 

.. 
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Board a s  provided under Section  84-917, R.S;,  Neb 
1943 (Reissue of 1971). . . ' 

. .  

. .  
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007 EMPLOYEE  ABSENCES 

007.01 Types of  Leave The following  types  of  leave are establ ished 
and sha l l   apply   to  a l l  employees  covered by these   ru l e s  and 
regulations: 

007.01A Paid  Holidays 

007.01B Vacation Leave 

007.01C Sick Leave 

007.01D Injury Leave 

007.01E Military Leave 

007.01F Civi l  Leave 

007.016 Leave of Absence 

007.01H Fundral Leave 

007.011 Administrative Leave 

007.02 Records t o  be  Maintained 

007.02A The Executive  Secretary shall maintain a record of 
each employee accounting  for time worked and a l l  absences 
from work. The record shall include a compilation of (a) 

earned,. used and unused. Such records s h a l l  be  maintained 
vacation leave  earned,  used  and unused; and (b) s i c k  leave 

in the manner prescribed by the  Executive  Secretary  and 
s h a l l   b e  documentary evidence  to  support   and  justify 
authorized  absence from work with OK without  pay. 

007.03 Paid  Holidays 

007.03A The following, and days  declared by law O K  proclamation 

! 
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of the  President  or Governor, s h a l l  be  paid  holidays  for a l l  
employees and s h a l l  be observed on these  dates or days, or on  such 
d i f f e ren t   da t e s  or days as  may be  hereafter  provided by law: 

New Years Day . . . . . . . . .  January 1 
Martin  Luther,King, Jr. Day . . 3rd Monday i n  January 
President ' s  Day . . . . . . . .  3rd Monday in February 

Memorial Day. Last Monday i n  May 
Arbor Day Last Friday in April 

Independence Day. . . . . . . .  J u l y  4 
Labor Day . . . . . . . . . . .  1st Monday i n  September 
Columbus  Day. . . . . . . . . .  2nd  Monday in October 
Veteran's Day . . . . . . . . .  November 11 
Thanksgiving Day. . . . . . . .  4th Thursday i n  November 

. . . . . . . . . . .  
. . . . . . . . .  

Day After  Thanksgiving. . . . .  4th  Friday in November 
Christmas Day . . . . . . . . .  December  25 . 

on t h e  preceding  Friday. When a hol iday  fa l ls  on a Sunday, it 
007.03B When a hol iday   fa l l s  on a Saturday, it s h a l l  be observed 

s h a l l  be  observed  on  the  following Monday. 

007.03C  Permanent ful l - t ime and permanent part-time employees who 
are   required t o  work on a holiday s h a l l  be.granted  e i ther  
compensatory  time  off or be  paid  overtime pay for  the  t ime worked 
i n  accordance wi th  ex is t ing  state or federa l   s ta tu tes .  

holidays on a pro- ra ta .bas i s  provided tha t :  
007.03D Permanent part-time employees s h a l l  be e l i g i b l e  for paid 

been  scheduled t o  work; and 
007.03Dl The hol iday   fa l l s  on a  day  he would normally  have 

007.03D2  The pay or compensatory  time  off  he  receives  shall 
be fo r   t he  number of hours  he would have  been scheduled  to 
work. 

.. ... -. 
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007.03E  Temporary employees sha l l   no t   be   e l ig ib le   for   pa id  
holidays and i f   r equ i r ed   t o  work on a hol iday  shal l   be   paid for 
t he  time worked a t  t h e i r  normal r a t e  of pay. 

007.03F I f  a holiday  occurs  while  an employee is on Workmen's 
Compensation or o the r   d i sab i l i t y  compensation,  no c red i t   fo r   t he  
hol iday   sha l l  be  allowed. 

007.036 In  order   to  receive pay for  an  observed  holiday  an 
employee must not have been  absent  without pay on  the work day 
immediately  preceding  or  following  the  holiday. 

007.04  Vacation Leave 

007.048 Board of  Educational Lands and Funds employees s h a l l  
during each  year  of  continuous employment, be e n t i t l e d   t o   v a c a t i o n  
leave   wi th   fu l l  pay  based  on the  following  schedule: ' 

During 1st year of continuous employment 

During 2nd year  of  continuous employment 
96 hours  per  year 

During'3rd  year  of  continuous  dployment 
96 hours  per  year 

During  4th  year  of  continuous employment 
96 hours per  year 

96 hours. per  year 
During  5th  year  of  continuous employment 

During 6th  year  of  continuous employment 
96 hours  per  year 

120 hours  per  year 
During  7th  year of continuous employment 
128 hours  per  year 
During  8th.year  of  continuous employment 
136 hours  per  year 
During 9th  year of continuous employment 
144 hours  per  year 
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During  10th  year  of  continuous employment 
152 hours  per  year 
During  11th  year  of  continuous employment 

During 12th  year of  continuous employment 
160 hours  per  year 

During  13th  year of continuous employment 
168 hours  per  year 

During  14th  year  of  continuous employment 
176 hours  per  year 

184  hours  per  year 
During  15th  year  of  continuous employment 

During  16th  year  of  continuous employment 
192 hours  per  year 

200 hours  per  year 
After  16th  year of continuous employment 
200 hours  per  year 

007.04B Employees who are   regular ly  employed less than  for ty  
hours a week s h a l l  be e n t i t l e d  to vacation leave proportionate  to 
t he i r   r egu la r  work  week. 

007.04C For the  purposes of this  provision,  an employee who has 
terminated h i s  employment w i t h  any State Agency fo r  any reason 
other   than  discipl inary and who r e t u r n s   t o   s t a t e  employment with 
the Board of  Educational Lands and Funds within  one  year from the 
da te  of termination  shall  have his  service  for  vacation  leave 
enti t lement computed by combining prior  continuous  service  with 
current  continuous  service. 

balanced as of December 31 of  each year. Each employee s h a l l  be 
007.040 The vacation  leave account of  each  employee s h a l l  be 

e n t i t l e d   t o  have  accumulated as  of December 31  of  each  calendar 
year and car r ied  forward into  the  next  year  such employee's  earned 
vacation  leave  totaling 280 hours  (35  days), or such  greater 
amount as  is hereafter  permitted  to be so accumulated and carried 

'over by employees  of those  state  agencies which a re   subjec t   to  the 
Nebraska Class i f ied  System Personnel  Rules or its equivalent,  plus 
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any additional amount authorized by past  or fu tu re   spec i f i c   ac t ion  
of  the Board wi th  the  concurrence of a majority  of i t s  members. 
Earned vacation  leave  of any employee i n  excess of the  amount so 
permitted  to  be accumulated  and carried  over sha l l  be fo r f e i t ed  

Any employee s h a l l  be ent i t led  to   use  vacat ion  leave  as  soon a s  it 
and l o s t  by such employee as of December 31  of  each  calendar  year. 

has accrued. 

workload or other  meritorious  reason,  the  Executive  Secretary may 
007.04E In  special   instances where because  of  exceptional 

vacation  leave. 
allow an employee to   carry  over  an additional  forty  hours of 

007.04F  Each  employee, upon retirement,  dismissal, or voluntary 
separation from the  Board, s h a l l  be paid  for unused  accumulated 

s h a l l  be paid  for h i s  unused  accumulated  vacation  leave. 
vacation  leave. Upon the  death of  an  employee, his   beneficiary 

007.046  Temporary  employees shall   not  earn,   accumulate,  or be 

performed i n  a temporary s t a tus   sha l l   no t  be  considered i n  
granted  vacation  leave.  Prior,  current or fu ture   se rv ice  

computing years of service  for  vacation  leave  enti t lement.  

007.04H Vacation  leave' must be  applied  for by ' the employee  and 
may be  used  only when approved by the  Executive  Secretary, who 

with  the  efficient  operation of the  agency. However, t h i s  ac t ion  
shal l   designate  such  time or t h e s  when it will l eas t   i n t e r f e re  

must not  be  arbitrary and he may not  unreasonably  defer  the  taking 
of  vacation  leave so t ha t   fo r  a l l  practical   purposes  the employee 
is derived  of  his  vacation  r ights.  

007.041 The Executive  Secretary may a t  i t s  d i sc re t ion  advance 

employee would earn  during  that  calendar  year. 
l eave   to  an  employee i n  an amount n o t   t o  exceed t h a t  which the  

007.045 Employees who have worked less   than  one  ful l   calendar  
year will earn  vacation  leave i n  an amount propor t iona te   to   the  
time worked during  the  calendar  year. 
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007.04K Vacation  leave  shall  not  accrue  to an employee on leave 
of  absence  without  pay,  suspension or   l ayof f .  

007.04L  Vacation  leave s h a l l  be taken on normal work hour basis.  
Holidays  falling  within a period  of  vacation  leave  shall  not  be 
counted  as work hours. 

007.04M An employee who is el igible   for   re t i rement  and who elects 
to   r ece ive  payment for  one-fourth of h i s  accumulated  unused s ick  

subsequent ly   re turns   to   s ta te  employment sha l l  be  considered a new 
leave upon termination  or  retirement from s t a t e  employment  and 

an  accumulation  of  vacation leave. 
employee  without any pr ior   se rv ice  when determining  entitlement  to 

bona fide  reduction  in  force and l a t e r   r e tu rns   t o   s t a t e   s e rv i ce   a s  
007.04N An employee who leaves   s ta te   se rv ice  as a r e s u l t  of a 

an  employee  of the  Board of Educational Lands and Funds s h a l l  
count  prior  continuous  service  in computing  years  of  service  for 
vacation  leave  entitlement. 

007.05 Sick Leave 

007.05A Pernianent  employees  of - t h e  Board sha l l  be e n t i t l e d  t o  

per month for  each  calendar month of  service. Those  employees who 
s ick   l eave   wi th   fu l l  pay computed a t  a r a t e  of  eight work hours 

have  completed f ive   o r  more years   of   service  shal l   be   ent i t led  to  
s ick  leave in accordance  with  the  following  schedule: 

During 1st year  of  continuous employment 

During 2nd year of  continuous employment 
96 hours per  year 

During  3rd  year  of  continuous employment 
96 hours  per  year 

96 hours  per  year 
During  4th  year  of  continuous employment 
96 hours  per  year 
During 5th  year of  continuous employment 
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96 hours  per  year 
During  6th  year of continuous employment 
136 hours  per  year 
During 7th  year of continuous employment 

During 8th  year  of  .continuous employment 
144  hours  per  year 

During 9th  year of continuous.employment 
152 hours  per  year 

During  10th  year of continuous employment 
160 hours  per  year 

During  11th  year of continuous employment 
168 hours  per  year 

During 12th  year  of  continuous employment 
176 hours  per  year 

During  13th  year of continuous employment 
184 hours  per  year 

D u r i n g  14th  year of continuous employment 
192 hours  per  year 

200 hours  per  year 
During 15th  year  of  continuous employment 
208 hours  per  year 
During  16th  year of continuous employment 
216 hours  per  year 
During  17th  year  of  continuous employment 
224 hours  per  year 
During  18th  year of continuous employment 
232 hours  per  year 
During  19th  year of continuous employment 
and thereaf te r  240 hours  per  year 

007.05B Employees who are   regular ly  employed less than   for ty  
hours a week s h a l l  be e n t i t l e d   s i c k  leave p r o p o r t i o n a t e   t o   t h e i r  
regular  work week. 

007.05C For  the  purpose of t h i s   r u l e ,  any  employee whose 
employment has been terminated,  for  other  than  disciplinary 
reasons, and who r e t u r n s   t o  s ta te  employment within  one  year 
from the   da t e  of such  termination  shall  have h i s   s e r v i c e  

2 - 2 6  



Title  97 - Board of Educational Lands and Funds 
Chapter 2 - PERSONNEL AND ADMINISTRATIVE 

.. . 

for sick leave  entitlement computed by combining prior 
continuous service with current continuous service. 

balanced as.of December  31 each year.  Each  employee shall be 
007.05D The  sick leave account of each employee shall  be 

year and carried forward into the next year such employee's 
entitled to have accumulated  as of December 31 of each calendar 

earned sick leave totaling 1440 hours (180 days),  or such 
greater amount  as is hereafter permitted to be so accumulated 

subject to the Nebraska Classified System Personnel Rules or 
and carried over by employees of those state agencies which are 

its equivalent,  plus any additional amount  authorized by past 
or future specific action of the Board with the concurrence of 
a majority of its members. Earned sick leave of any employee 
in excess of the amount so permitted to be  accumulated and 

December 31 of each calendar year.  Any employee shall  be 
carried over shall be forfeited and lost by such employee as of 

entitled to use sick leave as soon as it  has  accrued. 

007.05E All sick leave shall expire on the date of separation 
and no employee shall be reimbursed for sick leave outstanding 

Each employee who is eligible for retirement under any existing 
at the  time of termination, except as further  provided  herein. 

good standing of his employment.with the state by  reason of 
state or federal retirement system shall, upon termination in 

one-fourth of his accumulated unused sick leave,  with the rate 
retirement or voluntary resignation, be entitled  to  payment 

or retirement. Upon the  death of an employee his beneficiary 
of payment based on his regular pay  at the time of termination 

with  the rate of payment  based on his regular pay at the date 
shall be paid one-fourth of his accumulated unused sick leave, 

of his death. 

007.05F A permanent employee who transfers from another 
state agency to the Board of Educational Lands  and  Funds 
shall have his  accrued sick leave transferred to the Board. 

007.056 Sick leave is defined to mean a period in 
which the employee is incapacitated for the 
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performance  of h i s   du t i e s  by s ickness   or   injury 
no t   a r i s ing  from the  course  of   his  employment; o r  
medical ,   surgical ,   dental   or   opt ical   examinat ion,  
or   t reatment;   or  when  by reason of his  exposure 
to  contagious  disease,   his  presence a t  h i s   p o s t  
would jeopardize  the  health.of  others;   or when 
i l l n e s s   o f ,   o r   i n j u r y ' t o ,  a member of  the immed- 
ia te   family  res iding  in   his   household demands 
h i s  presence. 

007.05H Disabi l i t ies   caused  or   contr ibuted t o  by 
pregnancy,  miscarriage,  abortion,  childbirth and 
recovery  therefrom are, f o r  a l l  job-related  pur- ' 
poses,  temporary d i s a b i l i t i e s  and w i l l  be  treated 
as such  under  these  rules  and  regulations  for 
sick  leave.. . .  

work p r io r   t o   ch i ldb i r th  as long as they are able  
007.051,  Pregnant  employees will be  expected  to 

physician  advises  otherwise. ' .They w i l l  be  expect- 
t o  perform their normal d u t i e s ' o r   u n t i l   t h e i r  

ed to   r e tu rn   t o  work a f te r   ch i ldb i r th ,   miscar r iage  
or   abor t ion .as , soon  as they  can  be  reasonably ex- 
pected  to .   perfor i   their  normal dut ies .  

007.055 Sick  leave d y  not  'be  taken  in  advance 
except  that . the  Executive  Secretary may advance 
up t o  one year ' s   s ick  leave ent i t lement   to  employ-' 
ees. Employees sha l l   t e imhhrse . : t he   S t a t e   fo r   a l l  
used  unearned sick  leave tipon termination. 

007.05K Sick leave shall   be  requested  in  advance 
whenever possible,  'i.e., dental  appointments, 
physical  examinations, etc. In   the  case  of   s ick-  
ness,  injury,  emergencies  or  other  absence  not 
approved i n  advance,  the employee sha l l   adv i se   h i s  
supervisor  of  the  circumstances as soon as possible  
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and  immediately upon return  to  work s h a l l   f i l l   o u t  
a s ick  leave  request  form explaining  the  absence. 

007.05L' Sick  leave  shall  be  denied when the Exec- 
ut ive  Secretary  has   facts   ' to  show that  an employee 
is abusing  sick  leave  privileges.  . .  

007.05M Sick  leave  shall  be  taken on a  working 
hour  basis.  Holidays  falling  within. a period  of 
sick  leave  shall   not  count as work hours. 

'007.05N Sick  leave  shali   not  accrue  during  leave 
of absence,  leave  without  pay,  suspension or lay- 
of f .  

'007.050 I f  an  absence  because  of illness or   in-  
jury  not   ar is ing from  the  course  of employment 
extends beyond the  sick.   leave  accrued  to  the  credit  
of a  permanent  employee,  such addi t ional   t ime  shal l  
be  charged to  the  vacation  leave.  If a l l  accrued 
s i ck  and vacation  leave  is 'used,  the employee may 
be  granted  cont.inuted  sick  leave w i t h o u t  pay a t   t h e  

- I d iscret ion of the-Executive  Secretary.  Included 
are  absences  caused by pregnancy,  miscarriage, 
abort ions,   chi ldbir th  and recovery  therefrom. 

. .  , 

007.05P An employee who. i s   e l ig ib le  f o r  r e t i r e -  
ment and who elects   to   receive payment f o r  one- 
fourth of h i s  accumulated  unused s ick   l eave  upon 

and subsequently  returns t o   s t a t e  employment 
termination  or  retirement from s t a t e  employment 

shall  be  considered  to  be a new employee without 
any pr ior   se rv ice  when determining  entitlement 
to  an  accumulation  of  sick  leave. 

-007.05Q  For sick  leave  purposes a re ins ta ted  
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employee is a new.eGloyee  except  as  provided  for 
by s t a t u t e s  and these  rules  and regulations.  ' An 
employee who leaves  the  Board's  service  as  the 
resu l t   o f  a  bona f ide  reduct ion  in   force and l a t e r  .. . ,  

re turns   to   the  Board shall .count  prior  continuous , 
service in computing years   of   service  for   s ick 

Board's  service'and  returns  within  a.year  shall  
leave  entitlement. An employee who has l e f t  t h e  

have  re instated  to   his   s ick  leave  account   a l l  
earned  sick  leave  not  used.at  the  time  of his de- 

! parture.  . .  

! 007.05R Temporary.  employees sha l l   no t   earn ,  '. 

j current   or   future   service performed i n  a tempor- .' 

accumulate, 'or  be  granted  sick  leave.   Prior,  

a r y   s t a t u s   s h a l l  no't  be considered  in computing :' 

f ''b ' i years  of  service  for  sick  leave  enti t lement.  
I .  

.. ,.! J \ 
% .. 

. .  

.007.06 Funeral Leave 

'007;06B  .Immediate  family  shall'mean:  wife, . 
husband,  children,  parents,  children-in-law, 
grandchildren,;grandparents, bro the r s ,   s i s t e r s ,  
brothers-in-law,  sisters-in-law  or  persons 
bearing  the same relationship  to  the  spouse.  

. . .  

'007.07'Injury Leave 

,007.07A All employees .of t he  Board a re   subjec t  
to   the  provis ions of the Workmen's Compensation 
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Act, and are: 'ent i t led  to   the  benefi ts  of t ha t  law 
on  account-of  injury or occupat ional   disease aris- 
ing  out  of and i n . t h e   c o u r s e  of t h e i r  employment. 

007.07B Injury or occupational  disease  occurring ' ' 

out  of and in   the   course   o f  employment sha l l   be  . 

poss ib le  and the  Executive  Secretary.shal1 f i l l  
reported  to  the  Executive  Secretary as soon as 

out  the  reports  necessary and supply  needed  in- 
formation t o   t h e   S e c r e t a r y o f   t h e   S t a t e  C la ims  
Board who w i l l  f i l e   t h e   n e c e s s a r y   r e p o r t s   w i t h ,  
the  Workmen's Compensation  Court. 

007.07C An employee en t i t l ed   t o   be   pa id  Work- 

be   g ran ted   i n ju ry   l eave ' r i t h   fu l l  pay for   the  
men's Compensation f o r  temporary  di-sabil i ty  shall  

f i r s t   f ive ,work   days  of such   d i sab i l i ty   inc luding  
the day  of i n j u r y   ( i f   d i s a b i l i t y  began t h a t  day). 
A t  the   expi ra t ion  of t he   i n ju ry  leave, provisions . ,. 
of   the Workmen's Compensation Act shal l   apply.  
In ju ry   l eave   sha l l   no t   be  -charged to   vacat ion or ., 

sick  leave.  , . .  . .  . 

. .  . . . .  . i .  . i . ,  
.. 

. .  

, 007.07D , An .employee who i s , r e c e i v i n g  Workmen's : 

Compensation,for  an  .injury' or occupational  dis- 
.ease  occurr ing  out   of  .and i n  the  course of employ- - .  

. ,  . -. . 
. .  .ment.shall  have t h e   o p t i o n   o f   e l e c t i n g   t o   u s e   h i s  ..- . 

accumulated unused s ick  and/or   vacat ion leave t o  ' . - 
supplement h i s  Workmen's compensation up to  .but , 
no t   t o  exceed h i s   r e g u l a r  rate of pay. Employees 
e lec t ing   th i s   op t ion   sha l1 ,be   charged   s ick   o r  
vaca t ion   leave   in   p ropor t ion   to   the  amount of 
money paid.by  the Board. . . 

007.07E Paid  hol idays  fa l l ing  within  the  per iod 
when an  employee is  being  paid  by Workmen's 

-Compensation  and is  using  sick  and/or  vacation , 

. .  , 

~. . 
. .  

. .  
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leave  shall   not  be  considered as a '  paid  holiday. 

007.08 Mil i tary Leave 

007.08A All employees ' o f  t he  Board who a r e  meders 
of   the   fo l lowing   mi l i ta ry   un i t s   sha l l   be   g ran ted  
mili tary  leave  in  accordance  with  Section 55-160 
and 55-161 Reissue,  Revised  Statutes  of  Nebraska, 
1943. 

007.08Al National. Guard 

007.08A2 Army Reserve 

007.08A3  'Navy Reserve 

007.08A4 Marine  'Corps"Reserve 

007.08A5 Air Force Reserve 

007.08A6 Coast Guard..Reserve 

'007.08B All employees of the Board who leave. a 
position  o'ther  than  temporary  to  undergo  military . . , . 

t ra in ing   wi th   the  armed 'forces  of  the  United  States 
or undertake  military  duty in the   act ive service of- 
t he  state shall be   en t i t l ed   t o  receive the d i f f e r - '  
ence.between  their   ful l  state pay  and their mili- 
t a r y  pay  and re-employment rights i n  accordance 
with Section 55-156.01 Reissue,  Revised  Statutes 
of Nebraska, 1943, as amended by the 1969 Cumula- . ,  
t ive  Supplement,  thereto. ., . .  

. .  -. 

.. . 

: ,007.09 Civil .Leave 

007.09A. An employee shal l   be   given 'necessary time 
off  without  loss  of pay when performing.jury  duty, 
performing emergency c iv i l ian   du ty  i n  connection 
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with  national  defense or a na t iona l   d i sa s t e r ,  and 
subject  to  the  provisions of Section 32-1046 R.R.S., 
1943, not  to exceed two~~hours  for  the  purpose of 
voting.  Civil   leave does  not  include  leave fo r  
mil i tary  duty i n  connection  with  national  defense, '  
na t iona l   d i sas te rs  o r  c iv i l   d i s turbances .  

007.09B When an employee is  served  'with a notice 
. to   serve  as  a juror and does so serve,   he  shall  
be  excused wi th  pay while ac tua l ly  on order of the 
court  and may a l so   re ta in   fees   pa id  him a s  a juror.  

007.09C When it is necessary  that  an  employee 
appear i n   cou r t ,  he sha l l   be  subpoenaed,  unless  he 
is required  to  appear  in  the  normal  course of ' h i s  
employment, and sha l l   . r epa r t   r ece ip t  of  the sub- 
poena t o  t h e  Executive  Secretary.  &en  an employ- 
ee  is subpoenaed, leave  with pay vi11 normally  be 
granted. 

007.09D An employee attending  court   as a party 

may e l e c t   t o  have  such time charged  to  his  vacation 
p l a i n t i f f  or party  defendant on a personal  matter 

leave or may have a leave of  absence  without pay. 

. .  

. 007.09E Board employees res id ing  and voting i n  
~ . .  . 

counties  having  Election Comrhissioners sha l l   no t  . , . 
serve  as  judges 'or c lerks  of e lec t ions .  

-.- - , 

007.10  Leave of Absence 

007.10A  The Executive  Secretary may grant a perma- 
en t  employee leave of absence  for a period  not t o  
exceed  one  year when i t  i s  i n   t h e   b e s t   i n t e r e s t  of. . . ' 

the  T r u s t  io do so. 

007.10B The empioyee's request  for  leave  of  absence 
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shall   be  considered when he  has shown by his record 
to  be  of more than  average  value  to  the Board and 
when i t  is des i r ab le   t o   r e t a in   t he  emp1oyee"even a t  
some sacr i f ice .  

I 
! . .  
! 
j 

~. . 007.'lOC During  an  employee's  approved'.leave  of 
absence his  posit ion may b e   f i l l e d  by employing a 

or by  temporary  reassignment  of  any  qualified em- 
ployee. 

007.10D A t  the   expirat ion  of   the leave of  absence 
t o   t h e  employee has   the right to ,  and s h a l l   b e '  

posit ion.  
re instated  to ,   the   posi t ion he vacated or t o  a l i k e  

! subs t i tu te   for   ' the   per iod  of incumbent's  absence 

! 

I p i 007.10E  Approved leave of   absence  shal l 'not  con- 
.: ~ 

I .  j . ' .  
... . .~ s t i t u t e  a break   in  se'rvice except   tha t   the   S ta te  ' 

Employees Retirement Law s h a l l  govern as to   t he  
s ta tus   o f   an  employee'.s:membership i n   t h e  retire- 
ment plan. 

007.10F Vacation and s ick  leave  shal l   not   accrue 
while on leave of  absence;  however, s ick   l eave  
earned,  but  not used p r i o r   t o  leave of  absence, 
sha l l   be   ca r r i ed  forward upon employee's  return 
to  duty.  , ' 

. .  I 
\ 

. .  

. -  . -. . -.: - 
. .  . . . .  . . .  . . 

,007.11  'Absence'Without .Leave 
.. . 

007.11A Absence by an employee  from his   p lace   o f  . ' . 

duty  not  specifically  authorized or covered by a: 
.. 

1)  Paid  Holiday 

2) Vacation Leave 

3) Sick Leave 

. .. 
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4) Injury Leave 

5)  Mili tary Leave 

6 )  Civi l  Leave r 

. . .  

7) Administrative Leave 

8) Leave of Absence 

9)  Funeral Leave ' 

IO) Compensatory  'time  off 

shall  be  charged  as  absence  without  leave. 

007.11B Absences wi thout   l eave   sha l l   be   in   a  non- ' 
pay s t a t u s  and will be  cause for reprimand,  suspen- 
sion  without pay o r   d i smis sa l   a t   t he   d i sc re t ion  of 
the  Executive  Secretary. 

008 PERFORWCE REPORTS 

008.01 General : .:: 

. . . . . . . . . . .  
, ,  
. . .  

008.01A The performance  report  program is designed . 

to  provide  'a  channel  of communication  between the  

t iously  applied,   the program w i l l  enable  the employ- - '  -. 
ee   to  become increasingly aware  of the  importance of . . .  
h i s  .job, h i s  manner .of performance  and the   l eve l  o f  

' w i l l  also  inform him  of areas  of weakness, o r  of 
performance  the  Executive  Secretary  expects. It 

areas  of praiseworthy  performance. The report   can 
be  used as  a  guideline for considering employees 
f o r  advancements i n  pay  and  promotion. 

.' Executive,Secretary and the  employee. ' If conscien- 
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008.02 Frequency of Reports . .  1 
.. 

008.02A Annual  performance r epor t s   sha l l   be   prepared^. 
on a l l  permanent full-time and part-time  employees on 
December 31 of  each  calendar  year.  Additional  reports 
shall   be  prepared when the  Executive  Secretary  desires 

e i ther   favorable   o r  unfavorable. 
to   record  instance of-  performance  worthy of recognition, 

'008.03 Rating O f f i c i a l s  

008.03A Employees shall be  rated by the  Executive " . i '  

Secretary and other  individuals so designated by the 
Executive  Secretary. 

008.04 Review of   the 'Report 

008.04A  The Executive  Secretary  shall sign the   repor t  
and f i le  a copy thereof with the  employee's  personnel 
f i l e .  

,008.04B The Executive  Secretary  shall   discuss  the re- 
port  with the employee being  ra ted,   point ing  out   to  .; 

him obvious  weaknesses,  strong  points, etc. 

'008.04C The'employee  being  rated. sha l l   i nd ica t e   by  
s ignature   that   the  report: has been  .discussed  with. 
him. His,signature  does  not  imply  that   he  agrees 
with the report .  If the employee desires ,   he  may sub- 
m i t  a w r i t t e n .  statement tha t   sha l l   . be   a t t ached   t o  the ' 

report  and become  a permanent par t   thereof .  

.. . 

. .. . - 
. .  

009 EMPLOYEE  AIDS AND SERVICES 
. .  

009.0 1 Types of Employee Aids and Services. . . 

009.'OlA The following employee a i d s  and serv ices  are 

. .  
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. .  

establ ished and s h a l l  apply  to a l l  employees  covered 
by these  rules  and regulations.  , 

1)  ' Employee, Tuition  Assistance Program , .  

.. 2) Reloca'tion . .  Xllowances 

3) Memberships in   Professional   Associat ion 

4 )  Interview Expenses 

009.02 Employee Tuition  Assistance Program 

009.02~ Permanent full-time employees may e n , r o l l   i n  
an   accredi ted   un ivers i ty   o r   co l lege   for  a course of 
i n s t ruc t ion   t ha t  is '  s i g n i f i c a n t l y   r e l a t e d   t o   t h e i r  
job. The courses may be by correspondence or attend- 
ance a t  classes during working or non-working hours. 

009.02B No &re t h a n   s i x  ( 6 )  semester hours  credit 
may be  carr ied  per  semester. 

.009'.02C I f  employee reques ts   to   a t tend   c lass   dur ing  
h i s  normal  working  hours,'  he must a r r ange   h i s  work ., 

schedule so ' that   he   cont inues  to  work h i s   n o m 1  nun- 
ber  of hours  per week, o r . h e  must u s e   h i s  earned - 
compensatory or vacat ion time. 

009.02D Eniployees'successfully  completing  the  course 
with a grade  of "C" or equiva len t   sha l l ,  if funds are 
available,   be  reimbursed  for 50% of t h e   t u i t i o n   c o s t .  
Tu i t ion   cos t   sha l l   be   t he   cos t   pe r   c r ed i t  hour  and 
sha l l   no t   inc lude   fees  or the  cqst  of  books. 

009.02E Employees el igible   for   re imbursement .of  
tuition  costs  through  other  governmental  programs 
are  expected  to avail themselves  of t h e s e  programs. 

. .  . . . .  

, .  

. .  . .  

. ,  

. :. . 
~ . ,  

\ (- .." 

2-37 .. .... 



I 
T i t l e  97 - Board  of Educatfonal Lands. and Funds 

. ' Chapter 2 - PERSONNEL AND ADMINISTRATIVE  POLICIES 

If   the  cost   of  an approved  course is more than  the \ 
amount ava i lab le  from other  sources,  the Board may 
reimburse  the employee fo r  502 of the  difference.  

009.02F  Employees des i r ing   to   par t ic ipa te   in   th i s  
program shal l   apply in writing  together  with  notifi-  
cat ion of acceptance from the  university  or  college,  
t o   t he  Board th roug l ' t he  Executive  Secretary. Ap- 
proval or disapproval by the Board s h a l l  be f i n a l .  

I 

I 

i 

. .  

i 

! 

. .  

009.03 Relocation Allowance 

009.03A Permanent  full-time  employees  relocated  to 

bene f i t  of the Board may be reimbursed for  reason- '  
another  geographica1,area  within  the  state  for  the 

his  household  goods,  family .and himself. 
able  expenses  incurred  for ' the  transportation of 

'009.03B Permanent  full-time  ,e&oyees  relocating 

request and for   the i r   personal   benef i t   sha l l   no t   be  
to  another  geographical  area of t h e   s t a t e   a t   t h e i r  

reimbursed'for  expenses  incurred. 

'009.03'C The Board"may reimburse  a newly appointed' - '  

employee for  reasonable expenses incurred  in   re-  .. 
' l oca t ing   t o   h i s   p l ace  'of employment provided  that '. 

empiohent  of t he  Board for  a period  of  one year. 
the  employee agrees   in   wri t ing t o  remain i n  the , ' . . . 

Termination  for any reason  not beyond h i s ' c o n t r o l  
s h a l l  be  cause  for him to  reimburse  the Board fo r  
ieiocation  expenses.  

. .  

. ,  
'009.03D Pay of  relocation  expenses  shall  not  be 
made t o  any  employee un t i l ,  a receipted  statement ' , ~ 

from  the moving company and..in  case of a new 
employee  a signed agreement t o  remain i n   t h e  Board's 
employ for  one  year,   are  received  by' the  Executive 
Secretary. 
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009.03E It s h a l l  be the   r e spons ib i l i t y  of . t h e  
Executive  Secretary .to e s t a b l i s h  agency  procedures 
and policies  necessary  to  administer,   the  relocation 
of the Board's  employees. 

009.04 General . .  . .  

Expenditure of funds  available  for  these programs sha l l  
be made only  af ter   the   pr ior   approval   of   the  Board. 

0 IO. MISCELLANEOUS 

010.01 Attendance ,. 

010.01A  The Execut ive  Secretary  shal l   es tabl ish a, 
work schedule  for  employees.,. 

010.01B  The Executive Secre ta 'q   sha l l   be   au thor ized  
to   formulate  and issue  rules  and  regulations  cover- 
ing  special  employment .conditions.  

010.01C. The basic  work  week is for ty   hours .  

'O10.01D  The office  hours  shall   normally  be from 8:OO 
'a.m. t o  5:OO p.m.,'.Monday through  Friday. ' The nornial 
work day shal l   begin a t  8:OO a.m. and  end  at'5:OO p.m., 
with  one  hour  lunch  period  .to b e  es tab l i shed  by the .. . 
Executive  Secretary between the  hours of  11:30 a.m. ~ . 

and 1:'30  ,p.m. 

O10.01E  The normal work  week s h a l l ' b e g i n   a t  8:OO a.m. 
on Monday and end a t  5:OO p.m. on  Friday. 

010.01F The' Executive  Secretary may grant employees 
a rest   per iod of twenty  minutes  each  mrning and each 

p r io r   t o  9:OO a.m. o r   a f t e r  4:OO p.m. 
afternoon. These res t   per iods   sha l l   no t   be   t aken  

- 

. .  

C' 
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010.02 Employee Personal Appearance 

All employees shal l   maintain '  a. high  standard  of  dress and 
personal grooming a t   a l l  times during  working  hours.  Cloth- 
ing   sha l l   be  i n  good t a s t e .  and r e f l ec t .   t he   pe r t inen t  working 
condition. ' 

010.03 Prohibit ion of Discrimination 

010.03A Discri'mination  against any person  in   recrui t -  
ment,  examination,  appointment,  training,  promotion, 
re ten t ion ,   o r  any other  personal  action,  because of 
po l i t i ca l   o r   r e l ig fous   op in ions   o r   a f f i l i a t i ons ,  o r  
because of race  or  age or sex  in  conformity  with ap- 
plicable  laws, or nat ional   or igin  or   other-non-meri t  
fac tors ,  i s  prohibi,ted. ' . .. . .  

010.04 Polit ical:   Activity 

'0.10.04A' All employees of the Board subject   to   the . - 3 .  

provisions of these  rules  and regulat ions  are  pro- 
;: - _.hibited from holding  office i n  any po l i t i ca l   pa r ty .  

. . . , . . . 

010;04B ' Employees are   prohibi ted from pa r t i c ipa t ion .  
i n   p o l i t i c a l   a c t i v i t i e s   d u r i n g   o f f i c e  hours or   while  ' ' 

otherwise engaged i n   t h e  performance o f ' o f f i c i a l  -. 

du t i e s   a s  employees  of the Board. 

010.04C .Po l i t i ca l ' a c t iv i t i e s   no t   p roh ib i t ed  by law, ' : .'.  
such  as  the  holding of s t r ic t ly   loca l   non-par t i san  
off ices ,   are   authorized  except   in   instances  where 
such a c t i v i t i e s  may in t e r f e re 'w i th  performance of 
assigned  duties. 

- .  

..: . 
1 . -  . .  

. .  . 

. .  

010.05  Overtime 

010.05A Employees may be  required  to work mre than 

and 3 below  and when not  otherwise  provided  for by 
for ty   hours   in  any week. Except a s  set f o r t h   i n  2 
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the  Federal   Fair  Labor Standards  Act,  employees  re- 
quired  to work m r e  than forty  hours  per.week i n  an. 
emergency s h a l l  be  granted.equivalent  (compensatory) 
time off   or   be   paid a sum equivalent   to  one and one ' 
half   t imes  his ,   hourly pay. o r   h i s  monthly  pay pro- 
ra ted on an  hourly basis fo r  such  overtime  hours. 

010.05B Granting of pay o r  compensatory  time off  
for  overtime  accrued by the  Executive  Secretary 
s h a l l  be a t   the   d i scre t ion .  of the Board. 

010.05C Travel  time to  'and  from  .an employee's  place 
of  work, meetings,  copferences,  etc.,   shall  not  be 
considered  overtime work unless  'otherwise  provided 
by Federal   s ta tute .  .Compensation granted  for  such 
t r ave l  time sha l l '   be   a t   . t he '   d i sc re t ion  of the Execn- 

ent i t lement   to  t r ave l  and expense  allowance. 
t ive  Secretary.  This provis ion  ' shal l   not   affect .  

~. 

010.06 Outside  Employment,. 

A full- t ime employee,  with the  pr ior   approval  of the 
Board, may engage in   ou ts ide  employment or   acquire  

ment i n t e r e s t s  do not   interfere   with  eff ic ient   per-  
private  interest   in  business  .provided  such employ- 

of the Board. 
formance.of  hi.s  duties o r  conf l i c t   w i th   t he   i n t e re s t  

010.07  Records to   be Maintained by the  Board 

O10.07A  The Board shall  maintain  the  following 
l isted  personnel  records:  

1) Individual  vacation and s ick  . . 

. leave  record. 

2) Copy of  each  performance report .  
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3) Copy of any corrective.and/or dis- 
ciplinary action correspondence. 

-4)"Copy  of any suspension notices. 

5 )  copy  'of any favorable 'comunic- 
ations including evidence of 
self-improvement efforts. 

6) Copy of any unfavorable' commun+ 
cations. 

i Chapter 2(001-010.07A)- Nebraska Constitution, Article 7, Section 1 

I 
! 

Section 72-201  Nebr.  Rev.  Stat. 

2-42 


